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Detention Home System Overview

Goals

Making well-informed decisions using cross-jurisdictional information.
Streamlining and standardizing juvenile justice processes.

Improving the quality of juvenile justice information.

Features

Notification to the detention home if a juvenile in their custody has
additional detention orders.

Notification if the juvenile has detention orders from multiple jurisdictions
that have been served after admission.

Ability to print childcare days for the detention home with a user entered
time frame.

Ability to print state childcare days for the detention home with a user
entered time frame.

Ability to record weekend admissions and releases.

Ability to print current population for the detention home.

Capabilities

Capability to view and print data required by the Department of Juvenile
Justice standards when detaining a juvenile.

Capability to print a real time report for all detention home facilities.
Capability to view data recorded by the Court Service Unit on a juvenile.

Generate a variety of operational and management reports.

Assumptions

Users of this manual already understand the detention process.
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Detention Home System Overview (continued)

Users of this manual and the Detention Home System will alert the
Information Services Help Desk or the Department’s detention specialist
(see Help on page 6) if the Detention Home System fails to process
records properly.

This manual is not always current as the Detention Home System is
constantly changing to include enhancements required by law or
detention procedures.

Definitions

Delete: When a record is no longer needed or is incorrect, remove it from
the database by clicking on the Record Remove icon or Record /
Remove from the menu bar followed by Save, this is called performing a
delete.

Field: One piece of information about something, such as the juvenile's
first name.

Insert: When you add a new record (a group of fields about, for example,
a juvenile), this is called an insert, or inserting a record.

Log on, log off: You will receive a user ID (usually part of your last
name and initials) and a password after training and submission of the
necessary paperwork to the Department’s Information Security Officer.
Entering these into the computer will cause the Juvenile Tracking System
Main Menu screen (Figure 4) to be displayed. This is called "logging on"
or “logging in”. When you select "Exit" from the Juvenile Tracking System
Main Menu screen (Figure 4), this takes you out of the Detention System
and is called "logging off".

Page: If a data entry program contains more fields than will fit on the
screen at one time, it is sometimes referred to as having "pages". A page
is one screen of information.

Query Mode: Once you click on the Enter Query icon or Query / Enter
from the menu bar, you are considered to be in "query mode". The
system is waiting for you to enter information and then click on the
Execute Query icon or Query / Execute from the menu bar.

Query: When you look up or select information already saved to the
database, this is called performing a query.
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Detention Home System Overview (continued)

Record: A group of information about something, such as the juvenile's
basic identifying information (i.e., name, social security number, race, sex,
date of birth, address, etc.), which has been saved to the database.

Save: When you save the changes you have made to the database, this
is called saving a record. If you do not select Save you have not actually
changed anything.

Screen: This typically means everything you see on the computer
display in front of you. Sometimes, however, "screen" refers to a data
entry program, which can contain more fields than will fit on the computer
screen at one time.

Update: When you query a record and change some of the information,
this is called performing an update.

Keyboard

Within any screen, hold down the <Ctrl> key and then press the letter
<K> to produce a list of the functions available in that screen and the
corresponding key which will perform them (you may have to arrow up or
down to view all the options).

Key Functions

FUNCTION KEY USED
Cancel Esc

Clear Block F5

Clear Field Ctrl+ U
Clear Form F3

Clear Record F4
Commit F10

Count Query Shift + F2
Delete a character going backward Backspace
Delete a character going forward Delete
Delete Record Shift + F6
Display Error Shift + F1
Display Form Tab
Duplicate Record Shift + F4
Edit Ctrl+ E
Enter Query F7
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Detention Home System Overview (continued)

FUNCTION

Execute Query

Exit

Insert Record

List of Values

Move the cursor up

Move the cursor down
Move the cursor to the left
Move the cursor to the right
Move to next form or page
Move to the next field
Next Block

Next Field

Next Record

Next Set pf Records
Previous Block

Previous Field

Previous Record

Print

Process Form

Return

Scroll Down

Scroll Up

Icon Functions

* There is an icon smart bar located at the top of each screen displaying
icons that can be used to navigate through a process. Also available are
drop down menus to assist in navigation. Use the mouse for these icons
or drop down menus.

* Below is a list of icon and drop down menu functions and the action they

perform.

—~  Click on this icon to add any new records or updated information for a

KEY USED

F8

F12, Ctrl + Q, or Ctrl + F10
F6

F9or Ctrl + L

Up Arrow

Down Arrow

Left Arrow

Right Arrow

Page Down

Tab or Enter/Return
Page Down

Tab or Enter/Return
Down Arrow

Ctrl + Page Down
Page Up

Shift + Tab

Up Arrow

Ctrl+ P

F1orF2
Enter/Return

Ctrl + Page Down
Ctrl + Page Up

&
record.
“ | Click on this icon to print a record.
i

_*_ Click on this icon to exit a process.
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Detention Home System Overview (continued)

o

| &

Click on this icon to cut (remove) data from a record. This function will
remove the data, once it is cut from the record.

Click on this icon to copy data from a record.

Click on this icon to paste data into a record from another record.
Click on this icon to enter a query for a record.

Click on this icon to execute a query for a record.

Click on this icon to cancel a query for a record.

Use this icon to move to a previous block of information.

Use this icon to move to a previous record.

Use this icon to move to the next record.

Use this icon to move to the next block of information.

Use this icon to insert a record.

Use this icon to remove a record.

Use this icon to lock a record to prevent the record from being updated by
another user.

Use this icon to display help information.

Drop Down Menu Functions

FUNCTION ACTION
Action / Save Saves the data entered.
Action / Clear All Clears all data from a screen.
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Detention Home System Overview (continued)

FUNCTION

Action / Print
Action / Exit

Edit / Cut
Edit / Copy
Edit / Paste

Edit / Edit
Edit / Display List

Query / Enter
Query / Execute

Query / Cancel

Query / Last Criteria
Query / Count Hits
Query /Fetch Next Set

Block / Previous
Block / Next
Block / Clear
Record / Previous

Record / Next
Record / Scroll Up

Record / Scroll Down
Record / Insert
Record / Remove
Record / Lock

Record / Duplicate
Record / Clear
Field / Previous
Field / Next

Field / Clear

Field / Duplicate

ACTION

Prints the record (screen) shown.
Exits from a Detention screen or the
Detention program.

Removes data from data field.

Copies data from a data field.

Places data in to a data field from the
cut or copy function.

Allows changes to a data field.
Displays a listing of available choices for
a data field.

Allows data to be entered for a query.
Searches the database for the query
entered.

Removes data from a query data field
and cancels the query.

Allows query for the last data entered.

Displays the count for the number of
records displayed for a query.

Displays the next set of records on the
screen (scrolls down).

Goes back to the previous block of data.
Advances to the next block of data.
Clears data from current data field.
Goes back to the previous record
displayed.

Displays the next record from the query.
Scrolls to the previous record in the
query.

Scrolls to the next record in the query.
Inserts a record in to the database.
Removes the record from the database.
Locks a record to prevent the record
from being updated by another user.
Duplicates the record displayed.

Clears the record displayed.

Advances to the previous data field.
Advances to the next data field.

Clears data from the current data field
Duplicates the information in the data
field.
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Detention Home System Overview (continued)

Security

Help

Do NOT share your password with ANYONE. You will be held
responsible for any changes, additions, or deletions made using your
password.

For the same reason, never walk away from your computer when you are
logged in to the Detention Home System database application.

First source, this manual

Second source, a colleague or one of your Detention Home System
Contacts

Third source, Information Services Help Desk (804-786-9999, 8am-5pm,
M-F) for problems with:

» Accessing the Detention Home System
* Hardware such as computers or printers

Fourth source, Detention Specialist (804-786-5402) for:
* Questions about or requests for offense codes

* Questions about or requests for Detention Home System procedures
not described in this manual

* Requests for new features, procedures and requirements that could
or should be added to the Detention Home System

« Comments and constructive criticism about the Detention Home
System

System and Manual Information

Instructions appearing in Jjtalicized letters represent items on your
computer. For example, the names of menus, screens, screen sections,
etc..
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Detention Home System Overview (continued)

* Instructions appearing in <BOLD> letters with brackets (<>) around them
represent responses you will give to your computer. For example, keys to
press.

» Certain screens display messages across the bottom to assist with filling
in each field.

» Clicking on Exit backs out of the current screen and allows you to try
again. Sometimes, you must first click on Clear Record or Clear Block
in order for this to work. You may be asked whether or not you want to
save changes. Answer accordingly using your arrow keys to highlight
Yes, No or Cancel.

* When the data is entered accurately, be sure to click on the Save icon
before exiting. If you do not click on the Save icon, the data you entered
will not be permanently written to or saved in the database. This applies
not only to new data entered but also to updates and deletions in existing
cases.
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Detention Software and Initialization

Users will perform Detention procedures using an internet browser. Before the
user can perform Detention functions, the Oracle Jlnitator must be downloaded
and initialized on the user's system. This procedure is required to be performed
for the initial setup to use the Detention software. Once the system is properly
setup and initialized, these procedures will no longer be required.

Required Software

In order to use the Detention system the user must have Microsoft© Internet
Explorer and Adobe Acrobat software on their system.

NOTE: The Detention program can only be run using Microsoft Internet
Explorer. It cannot be used with any other internet browser.

Software Initialization

Refer to Appendix B, Detention Software Download for the procedures to install
the Oracle Jinitator.
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Obtaining Logon and Password

Before using the Detention Home System, an Information Security Agreement
form, Juvenile Tracking System Logon Request form, and Confidentiality of
Juvenile Records form must be completed and signed and returned to the
Agency Security Officer (804-786-0077) in the Central Office. After the
completed forms are received, you will receive access to the Detention Home
System. An account will be set up for you, and you will be issued a logon and
password. The logon will be the first six letters of your last name, followed by
your first and middle initials. You will be called and given your password, which
is not to be shared with anyone. The following sections Logon Request
Instructions, Information Security Agreement Instructions and Confidentiality of
Juvenile Records will provide for more detailed instructions.

Logon Request Instructions

Any detention home staff personnel who will be entering data on the Detention
Home System must complete the Juvenile Tracking System Login Request form
(Appendix A). Complete all items on the top half of the form.

Under “Status”, staff personnel who are not already authorized to use the system
should check “New”.

Under the “Comments” section, indicate that you are requesting authorization for
the Detention Home System.

Any detention home staff personnel who require their username/password
account be deleted from the system should complete the Juvenile Tracking
System Login Request form (Appendix A). Complete all items on the top half of
the form and check “Delete”.

Information Security Agreement Instructions

Anyone who is requesting authorization to the Juvenile Tracking System must
complete the Information Security Agreement form (Appendix A). Please return
this form with the Juvenile Tracking System Logon Request (Appendix A) to the
Central Office in order for your information to be processed.

Confidentiality of Juvenile Records

Anyone who is requesting authorization to the Juvenile Tracking System must
complete the Confidentiality of Juvenile Records form (Appendix A). Please
return this form with the Juvenile Tracking System Logon Request (Appendix A)
to the Central Office in order for your information to be processed.
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Logging In

To the Training Database

NOTE: Use this login process when entering the training database to
practice Detention. DO NOT enter any actual Detention data into the
training database because it is used to provide demonstrations of the
Detention system to individuals and organizations outside the agency.

1. From the computer desktop, click on the Internet Explorer icon and the
system will display the Department of Juvenile Justice BBS screen
(Figure 1).

NOTE: If the Microsoft Internet Explore Browser Screen appears when
you click on the Internet Explorer icon, you must change the internet
address. To do this, delete the current default address to include http://
and enter bbs or http://bbs.djj.state.va.us and press <Enter>. This will
display the Department of Juvenile Justice BBS screen (Figure 1).

/3 011 Bulletin Board System - Microsoft Internet Explorer 18] x|
J File Edit WYew Favarites Tools Help ﬁ
J = Back » =) - @ ﬁ | @Search @Favorites @Media @ |

J.ﬂ.c_ldress I@ http:ffbbs/ j 6o |J Links >

Department of Juvenile Justice -

700 East Franklin Street
4th Floor

| J ! 2
B bout Us Richmond, VA 23218

\ 804-371-0700

Wi 1 Standards and
Ap rocedures
k
yvenile Tracking

cilities —
e B
€] ore l_l_l_

Figure 1 — Virginia Department of Juvenile Justice BBS Screen
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Logging In (continued)

2. From the Virginia Department of Juvenile Justice BBS screen (Figure 1),
click on Web Applications to display the Web Applications screen
(Figure 2) or click on Juvenile Tracking System to go directly to the
Logon screen (Figure 3) with the cursor in the Username data field.

NOTE: Clicking on Juvenile Tracking System will allow the user to go
directly into the production database.

2} WEB APPLICATIONS - Microsoft Internet Explorer

J File Edit ew Favorites Tools Help

J i~ Back = =) - @ @ | @Search @Favorites @Media ®| =

Jngdress I@ http:ffbbs.djj.state. va.ushweb_applicationsfindex.hitm j G |J Links *

| Home| Privacy Notice | Contact Us
Good morming| Tt's Thursday Janmary 2, 2003 at 1043 AW

ABOUT US Web Applications Weather
Board Members =
Central Office
Executive Staff OCIick here if you need
Dracle Jinitiator
FACILITTES
e LL‘JTS Manuals

Halfway Houses

Lecally Administered Programs

Juvenile Correctional Centers « Juvenile Tracking Svstem (JTS)
Regional Offices

o JIS Test/Training

STANDARDS AND

FROCEDURES + Daily Population Report

Directives

Policies « RMS Data Futiv =
@ ’_ ’_ ’_ |0 Internet

Figure 2 — Web Applications Screen

3. From the Web Applications screen (Figure 2), click on the JTS
Test/Training to display the Logon screen (Figure 3) with the cursor in
the Username data field.

NOTE: After clicking on JTS Test/Training, a Security Alert Window may
appear. If the Security Alert Window appears, click on Yes to continue
with the logon process.
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Logging In (continued)

Wind ow

/3 Juvenile Tracking System - Microsoft Internet Explorer ] 4

Laogan B

Username:l

Password: I

Database: |

cuen|

o o &

Figure 3 — Logon Screen
At the Username prompt, enter your Detent.
Press <Tab> or click on the Password data field.
At the Password prompt, enter Detent.
Click on Connect or press <Enter>.

The system will display the Juvenile Tracking System Main Menu screen
(Figure 4).
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Logging In (continued)

2} Juvenile Tracking System - Microsoft Internet Explorer ] 4

[Irtake Yersion] [Probation] [Services] [Detertion] [Juvenile Correctional Certer(JCC)] [Certral Office]  [Exit] Window

’5;_5 JUVENILE TRACK] M MAIN MEMNU

ftment of Juvenile Justice

Recaord: 111 | | | | | |

Figure 4 — Juvenile Tracking System Main Menu Screen

9. From the Juvenile Tracking System Main Menu screen (Figure 4), click on
Detention to continue with the Detention processes.

To the Production Database

NOTE: Once you are trained on using the Detention system, all your work
will be performed in the production database.

1. From the computer desktop, click on the Internet Explorer icon to display
an internet browser screen.
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Logging In (continued)

2.

; Department of Juvenile Justice - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

After clicking on the Internet Explorer icon, a Microsoft Internet Explore
Browser screen or the Virginia Department of Juvenile Justice BBS
screen (Figure 1), may appear.

Change the internet address. To do this, delete the current default
address, to include http:// and enter http://www.djj.state.va.us and press
<Enter> to display the Virginia Department of Juvenile Justice BBS
screen (Figure 5).

o Back » =) - @ ﬁ | @Search @Favorites @Media @ |

Address I@ hkkpe f e, dji skate va.us

o
epartment of Juveniie Justice
Matk R Warhier
Governor of Virginia
Privacy Statement Secreiary of Public Safety Search
~HOME chifs sfee
& About DJJ "A Balanced Approach"
Empl v ¢ Z _
ok , Hy
i
>Jjﬂ$22hl’mcess
& Legislation
>MI"uei:'lii‘:;r[m’m’mml'iﬂn
Poli d
>R:g]ﬁ¥atﬂi]:ms
#rogu'r‘cmcnt! LI
& ’_ ’_ ’_ | nternet

4.

Figure 5 — Virginia Department of Juvenile Justice BBS Screen

From the Virginia Department of Juvenile Justice BBS screen (Figure 5),
using the scroll bar, scroll down the screen and click on Web
Applications (left column of the screen) to display Web Applications
screen (Figure 6).
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Logging In (continued)

/2 web Applications - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

A Back ~ =) - @ ﬁ | @Search @Favorites @Media ®| =

Address I’Gj httpe: /e, dij, state,va.usfweb_applicationsfweb_applications, htrm

VirgBja
epartment of Juvem‘ie Justice

MWark B Warner
Governor of Virginia
e 1

> HOME s-}.a(;csire
Sibout DJJ Web Applications
= Employment/ -1 . . . ae —

Volunteer Click here for information on downloading Jinitiator
= duvenile . .

Justice Process Juvenile Tracking Program
= Legislation

Juvenile Tracking System {(JTS)

=M

edia/
lic Informati . . :
Fublic Information Community Programs Reporting

}I'Rnlic¥ and
egulations . . .
£ Community Programs Reporting (CPR) Mannual

}{rogu(clncllt!
QESSEcs V.Y ... Acrobat | =]
|&] pone l_ l_ l_ |4 Inkernet

Figure 6 — Web Applications Screen

5. Click on Juvenile Tracking System (JTS) to display the Logon screen
(Figure 3) with the cursor in the Username data field.

NOTE: After clicking on Juvenile Tracking System (JTS), a Security
Alert Window may appear. If the Security Alert Window appears, click on
Yes to continue with the logon process.

NOTE: The agency security officer issues your username and password
after you are trained and have submitted the necessary paperwork.

At the Username prompt, enter your username.
Press <Tab> or click on the Password data field.

At the Password prompt, enter your password.

© ®©® N ©

Click on Connect or press <Enter>.
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Logging In (continued)

10. The system will display the Juvenile Tracking System Main Menu screen
(Figure 4).

11. From the Juvenile Tracking System Main Menu screen (Figure 4), click on
Detention to continue with the Detention processes.
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Desktop Icon

You must create an icon on your system desktop to take you directly to the Web
Applications screen to utilize the JTS processes. The Virginia Department of
Juvenile Justice BBS is located on the agency's Intranet and not the Internet.

* Intranet — Is a network operating like the World Wide Web but having
access restricted to a limited group of authorized users, such as
employees of the Department of Juvenile Justice (DJJ).

* Internet — Is an electronic communications network (World Wide Web)
that connects computer networks and organizational computer facilities
around the world.

If the internet is down or not functioning properly, you still have access to the JTS
processes by using the intranet.

Creating the Desktop Icon

1. At the top of the Virginia Department of Juvenile Justice BBS screen
(Figure 1), click on File / Send / Shortcut to Desktop. This will create an
icon on your desktop titled DJJ Bulletin Board System.

2. To change the name of the icon, right click on the icon and from the drop
down list click on Rename.

3. Overtype the existing information with the name you want for the icon.

4. For future use, just click on the icon and it will take you directly to the
Virginia Department of Juvenile Justice BBS screen (Figure 1).
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Viewing/Entering Current Population Information

Viewing/Updating Transaction Type Code Information

This option will provide a means to view information and update information

already in the database.

1. From the Juvenile Tracking System Main Menu screen (Figure 4) click on
Detention to display a drop down list.

2. From the drop down list, select Detention/Admission Release to display
the Secure Detention Current Population screen (Figure 7), with the
current detention facility population shown.

/3 Teresa - Microsoft Internet Explorer
Action Edit Query Black Eecord Eield Help Window

GG P2 11 HR T 44 b EHE

=101

?

%= DHSADMO3
SECURE DETENTION CURRENT POPULATION IHSHOFATE
W Relessed Juveniles Wil Showy For 10 Days
FACILITY: [D54 |HENRICO DETENTION PO Ao 19
M | To Add A Hew Admission: Press <Insert Record>. |
M A A DW O R
D v 6 LN E aomor EOT
? 0 2 ICHE LAST HAME FIRST M s DOB E P D ? DATE ? 2
* | BRENDA F 101585 17 [1 032401 =
* oanes M fv [12n7ss 15 i 052401
* [corev LEtM [B [oamass 17 i 528/01
* [rFFamy L [F 1112283 19 |1 0541 0/01
* [Horace Ram B [oamass g i 0522401
* [LEEvom Mo [ [oseesr s i 1506/01
+|f Taamono LE'M [ [osmzme o |2 0520001
* [eHanE M fv [oda1es s i 01541301
* "MicHAEL T 2 R R Pl A T |
* ‘[reresa, cF 1010583 [13 [1 01 /1303
* [carrE a0 [F 121786 [16 |1 528/01
* fervsTaL DA F narzFied 18 i 052501
2] '[SHANTELLE LE:[F n4nsEs (17 1 0522401 |

Enter transaction type and press =Process Form= or press =List of Yalues=.

Record: 1718 || - |List ofvalu... | |

Figure 7 — Secure Detention Population Screen

3. The cursor will be at the ? field of the first record on the Secure Detention
Current Population screen (Figure 7).
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Viewing/Entering Current Population Information (continued)

NOTE: An asterisk in the MDO column indicates that the juvenile has
multiple detention orders and a Y in the MAY2 indicates that MAYSI-2

information has been completed on the juvenile.

4.

In the ? field (Transaction Type Code) with your cursor next to a juvenile’s
name, enter a Transaction Type Code and press <Process Form>. To
display a list of values click on Edit / Display List from the menu bar;
press <List>; or click on the %. Arrow to your choice and click OK and
press <Process Form> or double-click using your mouse.

Depending on the Transaction Type Code entered, you may only be allowed to
view the displayed data and not be allowed to change any of the information.

The following Transaction Type Codes are view _only and no changes can be
made to the displayed data:

DH - Detention Order History — This code will display all detention order
history and a description of all detaining offenses for the juvenile selected.
This screen is mainly used if the juvenile has multiple detention orders
and to see who has issued them. It can only be selected for juveniles
with an ICN Number.

NOTE: All detention orders prior to September 2000 will be displayed on
the Juvenile Detention Order History screen as being updated on 1/1/1920
in the Date Issue and Date Served columns. This is not intended to
indicate that these dates are the actual date of issue or served dates.
Because the detention module is a new system, the information was
entered into the system to preclude the system from annotating all

detention orders as being outstanding for the past seven years.

DR - Detention Home Admission Report — This code will allow the
printing of the report for the juvenile selected. It includes information
collected by CSU Intake and the detention home.

H — CSU Juvenile Intake History — This code will display all previous
CSU intake history with prior offenses for the juvenile selected. It can
only be selected for juveniles with an ICN Number.

JA — Juvenile Alert Information — This code will display alert information
(i.e. suicide attempts, etc.) for the juvenile selected. It will also allow you
to print the juvenile alert information. It can only be selected for juveniles
with an ICN Number.
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Viewing/Entering Current Population Information (continued)

* O - Detaining Offense(s) — This code will display a list of all detaining
offenses pertaining to the detention admission for the selected juvenile. It
can only be selected for juveniles with an ICN Number.

The following Transaction Type Codes will allow additional information to be
added or modifications to the displayed record:

* CP - Copy Current Juvenile Record — This code will display the
detention home admission information for the juvenile selected. This
function can not be used when changing the juvenile’s FIPS location or
his/her disposition status changes.

* DA - Detention Home Admission — This code will display the detention
home admission information for the juvenile selected.

* MA - MAYSI-2 (Massachusetts Youth Screening Instrument, 2nd
Version) — This code will display the current mental health screening
information for the juvenile selected.

WA - Weekend Admission/Release — This code will display the
weekend admission and release information for the juvenile selected.
(Post dispositional weekend detention only)

Entering Detention Admission Information

Entering juvenile detention admission information into the detention home system
is based on one of the following criteria:

* The juvenile is a new admission to the detention home;
» There is a change in the juvenile’s disposition status; or
» There is a change in the juvenile’s billing locality.

This option will provide a means to record admissions at the detention home
system on a daily basis.

1. At the Secure Detention Current Population screen (Figure 7), click on the
Record Insert icon or Record / Insert from the menu bar and the system
will display the Detention Home Admission screen (Figure 8).

2. The cursor will be at the ICN NO field on the Detention Home Admission
screen (Figure 8).
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Viewing/Entering Current Population Information (continued)

NOTE: Enter an ICN if known. This will populate all known demographic
data for the juvenile from the CSU Intake system. If you do not have an
ICN, you will be required to enter the Admission Type and the Last Name
along with the other mandatory data fields as shown in Appendix B.

NOTE: If the juvenile has multiple detention orders from the same
jurisdiction at the time of admission, use the ICN that has the most serious

offense stated in the detention order.
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Figure 8 — Detention Home Admission Screen

the juvenile record, the ICN will appear in the detention admission record.

NOTE: If you save the information without adding an ICN, the CSU will
have to update their record for the juvenile. Once the CSU has updated
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Viewing/Entering Current Population Information (continued)

Admission Types:

* FO — Federal Offense — Juvenile held pending hearings in federal court.
No CSU intake or offense information will be available. The detention
information is not forwarded to CSU Intake

IN — Intake Ordered Admission — Juvenile detained via CSU Intake and
will not have an Intake Case Number assigned. Admission information is
passed to CSU Intake based on billing FIPS locality.

JO - Judge Ordered Admission — Judge ordered the admission of the
juvenile and information is not available in the intake system. There will
not be an Intake Case Number with this type of admission. Admission
information is passed to CSU Intake based on billing FIPS locality.

O — Other Admission — An admission of a juvenile that does not fall into
one of the other admission types listed. Admission information is passed
to CSU Intake based on billing FIPS locality

* TT — Temporary Transfer Admission — The juvenile is temporarily
transferred to the detention home from another detention home. Do not
include juveniles that are off-site from the detention home. These
juveniles are still the responsibility of the detention home and have not
been released. No CSU intake or offense information will be available.
The detention information is not forwarded to CSU Intake.

SG - System Generated — This admission type will appear when the
Intake Case Number is used to enter the juvenile into the system as a
detention admission.

3. Enter the ICN (if known) and press <Enter>.

4. Enter all known information for the juvenile, pressing <Enter> or <Tab> to
advance from field to field.

5. When finished, click on the Save icon or Action / Save from the menu
bar to save the record.
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Viewing/Entering Current Population Information (continued)

Entering MAYSI-2 Information

This option will provide a means to record MAYSI-2 (Massachusetts Youth
Screening Instrument, 2nd Version) information at the secure detention home on
a daily basis.

1. At the Secure Detention Current Population screen (Figure 7), arrow
down to the name of the juvenile for which the MAYSI-2 information is to
be prepared for.

NOTE: A Y in the MAY2 column of the Secure Detention Current
Population screen (Figure 7) indicates that MAYSI-2 information has been
completed for that juvenile.

2. Enter MA (MAYSI-2) in the ? data field and press <Process Form> or
double-click using your mouse and the system will display the Secure
Detention MAYSI-2 screen (Figure 9) with the cursor in the Date MAYSI-2
Administered data field.

NOTE: The system automatically populates the Date MAYSI-2
Administered data field with the current system date. This date can be
changed to reflect the date that the information was entered in to the
system.

Detention Home System User's Manual, dated July 30, 2003 24



Viewing/Entering Current Population Information (continued)
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Figure 9 — Secure Detention MAYSI-2 Screen

3. From the Secure Detention MAYSI-2 screen (Figure 9), enter the actual
date the MAYSI-2 was administered or accept the system generated
default date and press <Tab> or <Enter> to advance to the Category:
Alcohol / Drug use data field.

4. Enter the appropriate code of each category and click on the Save icon or
Action / Save from the menu bar to save the record.

NOTE: Depending on the score entered for a category, the system will
automatically populate the Range data field with Caution or Warning.
Invalid will appear in the Range data field if a code of 99 were entered.

5. To print the MAYSI-2 information from the Secure Detention MAYSI-2
screen, click on the Print icon from the menu bar.
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Viewing/Entering Current Population Information (continued)

Entering Weekend Detention Admission/Release Information

When a juvenile is being admitted or released at the secure detention home as
part of a weekend sentence, follow steps 1 though 4 in the section titled Entering
Detention Admission Information. Additionally, use the following additional
procedures to complete the weekend information.

 The disposition status for the juvenile can be post disposition - no
program or post disposition - program.

» The status code and days sentenced must accurately reflect the weekend
sentence.

 The serve weekends data field must be Y.

To record the juvenile’s release from and return to the detention home for a
weekend sentence, locate his/her name on the Secure Detention Current
Population screen (Figure 7).

1. Enter WA (Weekend Admission/Release) in the ? data field and press
<Process Form> or double-click using your mouse and the system will
display the Weekend Detention Admission Release screen (Figure 10).

2. The cursor will be at the Date/Time In field on the Weekend Detention
Admission Release screen (Figure 10).
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Viewing/Entering Current Population Information (continued)
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Figure 10 — Weekend Detention Admission Release Screen

3. Enter the date and time (MM/DD/YYYY HH:MI AM/PM) for the release or
admission for the juvenile.

4. Ensure that all information for the record has been entered correctly and
click on the Save icon or Action / Save from the menu bar to save the
record.

Entering Detention Release Information

This option will provide a means to record releases at the secure detention home
on a daily basis.

1. From the Juvenile Tracking System Main Menu screen (Figure 4) click on
Detention to display a drop down list.
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Viewing/Entering Current Population Information (continued)

2. From the drop down list select Detention/Admission Release to display
the Secure Detention Current Population screen (Figure 7).

3. At the Secure Detention Current Population screen (Figure 7) arrow down
to the name of the juvenile to be released and then press <Enter>.

4. Entera in the Rel? column and press <Enter>.

5. Enter in the date and time (MM/DD/YYYY HH:MI AM/PM) that the juvenile
is to be released and then press <Enter>.

6. Enter in the Release Code if known. To display a list of values click on
Edit / Display List from the menu bar or press <List>. Arrow to your
choice and click OK.

7. When finished click on the Save icon or Action / Save from the menu bar
to save the record.

NOTE: The ST DT data field identifies when the juvenile is accepted into
state custody by RDC. This field is optional. If a Y is typed in the field,
you will be prompted to enter a date that the juvenile was accepted into
state custody.

NOTE: You can also update or delete the Release Date information from
the Detention Home Admissions screen (Figure 8 above).
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Correct Detention Admission Records

The Detention Admission Correction Screen option is used to correct errors in
admission records that have been released and juvenile is no longer showing on
your main admission screen. The purpose of this screen is to correct a billing
Fips that was entered incorrectly or correct admission and release dates which
includes weekend admission dates. This screen is NOT to be used to re-admit a
juvenile, change a disposition status (unless it was entered incorrectly), or
change a billing Fips for an admission that is split between two localities. These
circumstances require a new admission record to be entered.

NOTE: These procedures will only be completed my personnel that have
the required password privileges to navigate to the process.

Query for Admission Record

1.

From the Juvenile Tracking System Main Menu screen (Figure 4) click on
Detention to display a drop down list.

From the drop down list select Detention Admission Correction Screen
to display the Detention Home Admissions screen (Figure 8) with the
cursor in the ICN data field.

From Detention Home Admissions screen (Figure 8), click on the Enter
Query icon or click on Query / Enter from the menu bar.

Enter the ICN for the juvenile in question and click on the Execute Query
icon or click on Query / Execute from the menu bar.

If the ICN is not available, query the record by using the juvenile's name
and click on the Execute Query icon or click on Query / Execute from
the menu bar.

NOTE: To perform a name query, enter the first three initials of the
juvenile's last and first name followed by a % (i.e. SMI% Joh%). The
percent sign must follow the last letter in the name with no spaces.

6.

If the juvenile has more than one admission record, make sure that the
correct admission record is displayed. Use up and down arrow keys to
find correct record.
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Correct Detention Admission Records (continued)

Correct and Update an Admission Record

1. Once the record has been queried, the system will display the Detention
Home Admissions — With Data screen (Figure 11) showing the

demographic and detention information for the selected juvenile
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Figure 11 — Detention Home Admissions — With Data Screen

2. If corrections are required to the admission record, press <Tab> to

advance to the data field requiring correction.

3. Make the necessary corrections and click on the Save icon or Action /

Save from the menu bar to save the record.

4. If corrections are required for the weekend admission record,

press

<Tab> to advance to the Serve Weekends data field and press

<Process Form>.
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Correct Detention Admission Records (continued)

5. The system will display the Weekend Admission/Release screen (Figure
12) displaying all weekend admissions and releases.
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Figure 12 — Weekend Detention Admission/Release Screen

6. Make the necessary corrections and click on the Save icon or Action /
Save from the menu bar to save the record.

Delete an Admission Record

The delete an admission record process will allow the authorized user to delete a
duplicate or erroneous record that has been saved to the system.

1. Perform a query for the juvenile record. Once the record is displayed and
the juvenile was required to serve weekends, press <Tab> to advance to
the Serve Weekends data field and press <Process Form>.
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Correct Detention Admission Records (continued)

2. The system will display the Weekend Admission/Release screen (Figure
12) displaying all weekend admissions and releases.

3. Delete each weekend admission record, by pressing <Delete> or clicking
on Record / Remove from the menu bar.

4. When finished, click on the Save icon or Action / Save from the menu
bar to save the record.

5. Click on Action / Exit from the menu bar to return to the Detention Home
Admissions — With Data screen (Figure 11).

6. To delete the admission record, click on Record / Remove from the
menu bar to remove the record and then click on the Save icon or Action
| Save from the menu bar to save the information.
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Changing or Deleting Data

Most information can be changed or deleted. Simply proceed to the field to be
changed and either press <Clear Field> or from the drop down menu, press
Block / Clear and then enter the correct information, or type over the existing
entry. Click on the Save icon or Action / Save from the drop down menu after
having made the change(s).

NOTE: if you find you cannot change information, a message will appear
across the bottom indicating why the change cannot be made.

* When deleting information from a data field, delete by pressing
<Backspace> or <Delete>.

NOTE: When deleting a juvenile record that has weekend
admissions/releases, the weekend admission record must be deleted
before attempting to delete the juvenile’s detention admission record.

NOTE: Only selected staff personnel at the detention home will have the
authority and capability to delete an entire record from the system
database. Your Detention Home System Contacts will know who has this
capability.

 When deleting a record, select the appropriate record and delete by
pressing <Delete Record> or from the drop down menu, press Record /
Remove and then click on the Save icon or Action / Save. The record
will be deleted.
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Printing

Reports

The Detention Home System has a variety of operational and management
reports. Samples of these reports can be located at Appendix C.

Detention Population For A Facility

This report displays the secure detention population for a specific facility based
on parameters input by the user. It also displays the various demographic data
for the juveniles being detained.

1.

From the Juvenile Tracking System Main Menu screen (Figure 4), arrow
to the Reports Menu option and press <Enter>.

. Arrow to the Detention Population For A Facility option and press

<Enter>.

. In the Run Report Screen (Figure 13) screen, select printer if necessary

using steps on page 40.
Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

Enter the appropriate Facility Code and press <Enter>.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.

Calculate Childcare Days For A Specific Facility

This report displays the total childcare days (local and state) for specific facility
based on parameters input by the user. It also displays the detention home and
juvenile information.

1.

From the Juvenile Tracking System Main Menu screen (Figure 4), arrow
to the Reports Menu option and press <Enter>.

Arrow to the Calculate Childcare Days For A Specific Facility option and
press <Enter>.
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Printing (continued)

o

© © N ©

In the Run Report Screen (Figure 13) screen, select printer if necessary
using steps on page 40.

Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

Enter the appropriate Facility Code and press <Enter>.
Enter the Begin Date (MM/DD/YYYY) and press <Enter>.
Enter the End Date (MM/DD/YYYY) and press <Enter>.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.

Calculate Childcare Days For A Specific Locality

This report displays the total childcare days for specific locality based on
parameters input by the user. It also displays the detention home and juvenile
information.

1.

From the Juvenile Tracking System Main Menu screen (Figure 4), arrow
to the Reports Menu option and press <Enter>.

Arrow to the Calculate Childcare Days For A Specific Locality option and
press <Enter>.

In the Run Report Screen (Figure 13) screen, select printer if necessary
using steps on page 40.

Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

Enter the appropriate Facility Code and press <Enter>.
Enter the Begin Date (MM/DD/YYYY) and press <Enter>.
Enter the End Date (MM/DD/YYYY) and press <Enter>.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.
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Printing (continued)

Calculate State Childcare Days

This report displays the total state childcare days for specific facility based on
parameters input by the user. It also displays the billing locality and juvenile
information.

1.

From the Juvenile Tracking System Main Menu screen (Figure 4), arrow
to the Reports Menu option and press <Enter>.

Arrow to the Calculate State Childcare Days option and press <Enter>.

In the Run Report Screen (Figure 13) screen, select printer if necessary
using steps on page 40.

Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

Enter the appropriate Facility Code or ST and press <Enter>.

. Enter the Begin Date (MM/DD/YYYY) and press <Enter>.

Enter the End Date (MM/DD/YYYY) and press <Enter>.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.

Statewide Detention Population

This report displays the total statewide detention facility population. It also
displays a breakdown of the population by facility type and facility name.

1.

From the Juvenile Tracking System Main Menu screen (Figure 4), arrow
to the Reports Menu option and press <Enter>.

Arrow to the Statewide Detention Population option and press <Enter>.

In the Run Report Screen (Figure 13) screen, select printer if necessary
using steps on page 40.

Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.
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Printing (continued)

6.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.

Detention Commitments By Offense Category

This report displays a breakdown of detention commitments by offense category
for specific facility based on parameters input by the user.

1.

9.

10.

From the Juvenile Tracking System Main Menu screen (Figure 4), arrow
to the Reports Menu option and press <Enter>.

Arrow to the Detention Commitments By Offense Category option and
press <Enter>.

In the Run Report Screen (Figure 13) screen, select printer if necessary
using steps on page 40.

Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

Enter the appropriate Facility Code or ST and press <Enter>.

. Enter the appropriate VCC Heading and press <Enter>.

Enter the Begin Date (MM/DD/YYYY) and press <Enter>.
Enter the End Date (MM/DD/YYYY) and press <Enter>.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.

Secure Detention Length of Stay Range

This report displays an average breakdown of detention admission releases for
all detention homes based on total length of stay and by day categories.

1.

From the Juvenile Tracking System Main Menu screen (Figure 4), arrow
to the Reports Menu option and press <Enter>.

Arrow to the Secure Detention Length of Stay Range option and press
<Enter>.
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Printing (continued)

In the Run Report Screen (Figure 13) screen, select printer if necessary
using steps on page 40.

Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

Enter the Begin Date (MM/DD/YYYY) and press <Enter>.
Enter the End Date (MM/DD/YYYY) and press <Enter>.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.

Detention Home Admission Report

This report displays a breakdown of all juvenile admission information for a
particular juvenile based on parameters input by the user.

1.

From the Secure Detention Current Population screen (Figure 7), arrow
down to a selected juvenile and enter DR in the ? field and press
<Process Form>.

. In the Run Report Screen (Figure 13) screen, select printer if necessary

using steps on page 40.
Press <Enter>.

If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

Enter the appropriate Community Care Number or accept the system
default value and press <Enter>.

If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.

Juvenile Alert Information

This report displays a breakdown of all juvenile alert information for a particular
juvenile based on parameters input by the user.
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Printing (continued)

1. From the Secure Detention Current Population screen (Figure 7), arrow
down to a selected juvenile and enter JA in the ? field and press
<Process Form>.

2. From the Juvenile Alert Information screen verify that information is
correct and press <Process Form>.

3. In the Run Report Screen (Figure 13) screen, select printer if necessary
using steps on page 40.

4. Press <Enter>.

5. If you want compressed print, enter the letter <Y> and then press
<Enter>, if not, simply press <Enter>.

6. Enter the appropriate Juvenile Number or accept the system default value
and press <Enter>.

7. If you are ready to print, click on Y and press <Enter>, or if you wish to
cancel, click on N and press <Enter>.
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Selecting a Printer

Change Printer Setup

To change the destination of the printer for your reports or listings use the
following procedures.

1. In the Run Report Screen (Figure 13), click on the letter Y in the Select
Printer data field to display a list of values for the available printers.
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Figure 13 — Run Report Screen

2. Select the appropriate printer from the list of available printers and press
OK to display the selected printer in the Select Printer data field.

3. Press <List> to redisplay the printer list if required.

4. If the printer change is permanent, press <Commit> or Save.
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Selecting a Printer (continued)

5. If the printer change is just for this one print session, press Action / Exit
and answer <No>.

6. Pick up where you left off with the Printing Reports or Forms instructions.

Adding an Attached Printer

If your system is setup to print to a network printer and you do not have an
attached printer and want to add an attached printer to your system, you must
setup your printer configuration.

1. From your desktop click on the My Computer icon to display the My
Computer screen.

2. From the My Computer screen, locate and click on the Control Panel
icon to display the Control Panel screen.

3. From the Control Panel screen, locate and click on the Printers icon to
display the Printers screen.

4. From the Printers screen, locate and click on the Add Printer icon to
display the Add Printer Wizard screen.

5. Call the Help Desk for assistance in completing the setup and installation
of the attached printer.

Printing To Attached Printer

The following procedures are to be used to obtain your printed reports or listings
if you changed your printer to an Attached Printer on the Run Report Screen
(Figure 13).

1. After you click on Y in the Continue? data field from the Run Report
Screen (Figure 13), the system will format the report using Adobe® and
display the Adobe Report screen (Figure 14).
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Selecting a Printer (continued)
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Figure 14 — Adobe Report Screen

2. To print the report displayed on the Adobe Report screen (Figure 14),
click on the Printer icon or select File / Print from the menu bar and the

system will display the Pri

nt screen (Figure 15).
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Selecting a Printer (continued)

Frint; IEven and 0dd Pages j
¥ Comments

2l x|
— Printer
(VSIS L c:riark Farms Printer 2480 Eroperties |
Statuz:  Ready [~ Reverse pages
Type: Lexmark Formz Printer 2480 [” PFrint a5 image <@
‘“where:  LPTH: [ Frint ta file
el Pl F anige — Copies and Adjustments
gl €| Selected pages/araphic Number of copies: |1 =
™ Curent page v Collate
" Pages [rom:l‘l o |3 ¥ Shiink oversized pages to paper size
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'I'ITEID
|

Initz: Inches

Zoom: 100.0%
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Figure 15 — Print Screen

3. From the Print screen (Figure 15), you can print all pages of the report or

select specific pages by changing the pages in the Print Range data

field.

4. To change the pages to be printed, click on Pages From: and enter the
new From page and press <Tab> or <Enter> to advance to the To: data

field and enter a new To page.

NOTE: If your attached printer is a Lexmark printer, you also must place a
check mark in the Print to Image data field.

5. After all your printer settings are set and correct, press OK to continue
with the printing of the report to the attached printer.

6. Once the printing is complete click on the Back Arrow at the top of the
Adobe Report screen (Figure 14) to return to the Run Report Screen

Figure 13).
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Selecting a Printer (continued)

Screen Printing a Record Displayed

There will be occasions when it is necessary to make a screen print of a record
displayed on the monitor. To send a copy of the displayed screen to the printer,
use the following procedure.

NOTE: This screen print option only allows you to print the data displayed
on your monitor.

1. With a detention screen displayed, click on Action / Print from the menu
bar and the system will display the Print screen (Figure 16) with the
default printer highlighted.

— Frinter
Properties. .. |

Hame:

Status: Feady
Type: HF Lazerlet 4000 Senez FCL
YWhere:  hpmis02

Comment; [ Print ta file
— Print range — Copies
LY | Mumnber of copies: |1 E:

€ Pages  from: b

" Selection . Ijl ™ Callate
ITI Cancel

Figure 16 — Print Screen

2. If the default printer is correct, press OK to continue.

3. If another printer is desired, click on the ¥ next to the printer name to
view a drop down list of printers available. Select the required printer and
press OK to continue

4. If more then one copy of the screen is required the Number of Copies
data field can be changed to the desired number needed.
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Troubleshooting Problems

Printer Problems

If the printer fails to produce the required documents:

Ensure <Enter> was pressed at the applicable screen. This allows the
report or listing to be sent to the print spooler.

Ensure that the printer power cord is plugged into an electrical outlet and
that the power switch is turned to the ON position.

Ensure that all cables are properly connected to the printer and the
computer port.

If the above troubleshooting procedures have been followed and the printer still
fails to produce the required documents contact the Help Desk for assistance.

System Lock-Up

There may be times when you have a system problem and you cannot navigate
within the process and the system seems to be locked. If this is the case follow
the procedures outlined below.

NOTE: |If the system is locked and you cannot navigate within the
Detention program, DO NOT power off your system.

NOTE: If the system is locked, data not saved to the database may not
be recovered when you reenter the Detention program.

1.
2.

Click on Action / Exit from the menu bar to exit the present process.

After pressing Action / Exit the system will display any previous screen
displayed.

If the system is still locked, press the <Alt> <Ctrl> <Delete> keys to
display a Windows Security screen.

From the Windows Security screen, click on the Task Manager button to
display the Windows Task Manager screen (Figure 17).
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Troubleshooting Procedures (continued)

NOTE: Depending on what programs or processes the user has open on
his/her system, the Windows Task Manager screen (Figure 17), may
appear different on the user's system then what appears in this manual.

El windows Task Manager =10 x|

File Cptions  Wew dindows Help

Applications |F‘rn:n:esses Performance

Skatus |
Funning
@WEB APPLICATIONS - Microsaft Inkernet Exp... Running
@ 10T _User's_Manual - Microsoft Whord Running

....................................................................................................................

End Task. | Switch To I Mew Task. ..

Processes: 3¢ |CPU Usage: 1% Mem Usage: 180476K | 309960K 2

Figure 17 — Windows Task Manager Screen

=—=5. Ensure that Juvenile Tracking System — Microsoft Internet Explorer is
highlighted and click on the End Task button.

6. The Juvenile Tracking System — Microsoft Internet Explorer task will be
removed from the Windows Task Manager screen (Figure 17).

7. To close the Windows Task Manager screen (Figure 17), click on the X in
the upper right corner of the screen.

8. Log back into the Detention system to continue with processing Detention
records.
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Troubleshooting Procedures (continued)

If the above troubleshooting procedures have been followed and you are sitill
experiencing difficulties with the system and Detention program, contact the Help
Desk for further assistance.

Recommended Screen Colors, Screen Size and Desktop Appearance

There may be times when your system is not displaying the screen properly while
in the JTS. As you view a screen it may not be displaying all the information
correctly. This may be caused by not having the correct colors, screen settings,
or desktop appearance. If this is the case follow the procedures outlined below.

Setting Screen Colors

1. Right click on your mouse in any area at your computer desktop to display
the Background Tab — Display Properties screen (Figure 18) with the
default tab set to Background.

Display Properties il il

Eackground I Screen Saverl Appearancel “Web I Effect3| Settings I

Select a background picture or HT ML document az ‘W allpaper:

m - Browsze. .. |
‘&’ Blue Lace 16

ET Boiling Paint Ficture Display:
g Chateau I Stretch "I
%’ Coffes Bean

g Fall Memories LI Pattern... |
Ok I Cancel | Fa w1 |

Figure 18 — Background Tab - Display Properties Screen
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Troubleshooting Procedures (continued)

2. From the Background Tab — Display Properties screen (Figure 18), click
on the Settings tab to display the Settings Tab — Display Properties
screen (Figure 19).

3. The correct Colors setting for using the JTS is True Colors (24 bit). If
your system is displaying a different setting in the Colors portion of the
Settings Tab — Display Properties screen (Figure 19), you must reset it to
the correct Color setting

Display Properties 2 x]

Ea-:kgru:uundl Screen Saverl .ﬁ.ppearancel Wwieh I Effectz Settings I

Drigplay:
Plug and Play tonitar on [ntel Corparation 810 Graphics Controller Hub
— Colors Screen area
IEETE ]| | — | N
N | 200 by B00 pixels
Troublezhoat... | Advanced... |

] I Cancel | Lpply |

Figure 19 — Settings Tab - Display Properties Screen

- 4. To reset the Colors setting, using your mouse, click on the V¥ at the
Colors field to display a drop down list. Select True Colors (24 bit) from
the drop down list.
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Troubleshooting Procedures (continued)

NOTE: Depending on your system you only may have the options of High
Color (16 bit) or True Colors 32 bit). It this is the case, the proper setting
for your system will be High Color (16 bit).

5. After you have the correct Colors set, click on Apply to save your
settings and the system will display the Display Properties screen (Figure
20).

Display Properties x|

Windows will now apply vour new deskbop settings. This will take a Few seconds, during
wihich kime your screen may Flicker,

If wour new setkings are not applied correctly, wour original deskkop settings will be
automatically restared in 15 seconds,

Cancel |

Figure 20 — Display Properties Screen

6. From the Display Properties screen (Figure 20), click OK to display the
Monitor Settings screen (Figure 21).

Monitor Settings x|

Your deskkop has been reconfigured. Do wou wank ko keep
these settings?

Reverting in 11 seconds Yas

Figure 21 — Monitor Settings Screen

7. From the Monitor Settings screen (Figure 21), click OK to return to the
Settings Tab — Display Properties screen (Figure 19).

8. Click OK to close the Settings Tab — Display Properties screen (Figure
19).

Setting Screen Size
1. Right click on your mouse in any area at your computer desktop to display

the Background Tab - Display Properties screen (Figure 18) with the
default tab set to Background.
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Troubleshooting Procedures (continued)

2. From the Background Tab - Display Properties screen (Figure 18), click
on the Settings tab to display the Settings Tab — Display Properties
screen (Figure 22).

3. The correct Screen Area setting for using the JTS is 800 by 600 pixels.
If your system is displaying a different setting in the Screen Area portion
of the Settings Tab — Display Properties screen (Figure 22), you must
reset it to the correct pixel setting.

Display Properties

Drigplay:
Plug and Play tonitar on [ntel Corparation 810 Graphics Controller Hub

— Colors — Screen area

High Colar [16 bit]

Iruul:uleshl:n:nt...l Advanced... |

] I Cancel | Lpply |

Figure 22 — Settings Tab — Display Properties Screen

——4. To reset the Screen Area setting, using your mouse, click on the slide
arrow and move it either left or right until you see 800 x 600 pixels
displayed.
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Troubleshooting Procedures (continued)

5. After you have the correct Screen Area set, click on Apply to save your
settings and then click OK to close the Settings Tab — Display Properties
screen (Figure 22).

Setting Desktop Appearance

1. Right click on your mouse in any area at your computer desktop to display
the Background Tab — Display Properties screen (Figure 18) with the
default tab set to Background.

2. From the Background Tab — Display Properties screen (Figure 18), click
on the Appearance tab to display the Appearance Tab — Display
Properties screen (Figure 24).

3. The correct Desktop Appearance color for using the JTS is gray or blue.
If your system is displaying a different setting in the Item / Color portion
of the Appearance Tab — Display Properties screen (Figure 23), you must
reset it to the correct pixel setting.
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Troubleshooting Procedures (continued)

Display Properties id |

Backgruundl Screen Saver  Appearance |Wel:u I Effectsl S ettings I

Active Window
Mormal [Cisabled | Selected

Window Text

Scheme:

Im Sawe Az | Delete |
[bermn: Sige: Colar: [Cafar 2
e +H—m_
Eart: Size; [Ealar

I |\ I R N
k. I Cancel | Lpply |

Figure 24 — Appearance Tab — Display Properties Screen

—=4. To reset the Desktop Appearance color setting, using your mouse, click
on the V¥ at the Color field to display a drop down list. Select the color
Gray or Blue from the drop down list..

5. After you have the correct Desktop Appearance color set, click on Apply
to save your settings and then click OK to close the Appearance Tab —
Display Properties screen (Figure 23).
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Appendix A - Forms

Juvenile Tracking System Login Request Form
Information Security Agreement Form
Confidentiality of Juvenile Records Form
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Juvenile Tracking System Logon Request
For Detention Homes

DATE: / /
STATUS: |:| NEW |:| DELETE |:| CHANGE |:| SITE CONTACT
USER:

First Mi Last (User-Id if delete)

USER PHONE NUMBER:

DETENTION FACILITY:

JOB TITLE:

JOB DUTY (Ex. | am an Intake Officer entering intake information..)

COMMENTS: (Authorize training, additional info)

DETENTION SUPERINTENDENT:

(Print) (Signature)

CONTACT SIGNATURE: (MANDATORY)

XAXXXKXXXXXKXXXXXXXXXKXXXXXKXXXKXXXXXXXXXXXX XXX
INTERNAL USE ONLY (MIS)
SYSTEM ADMINISTRATOR (UNIX)

Unix: DATE: / /
COMPLETED: (Init)

ORACLE ADMINISTRATOR:

Oracle ID: DATE: / /

System Access:

COMPLETED: (Init)

Please mail or fax to:
Information Services
PO Box 1110
Richmond, VA 23218-1110
Rev. 9/15/00 804-786-0848
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Commonwealth of Virginia
Department of Juvenile Justice

Information Security Agreement

As a user of the DJJ distributed computer network, | understand and agree to
abide by the following terms that govern my access to and use of the data
processing services:

Access has been granted to me by DJJ as a necessary privilege in order to
perform authorized job functions for the agency. | am prohibited from using or
knowingly permitting use of any assigned or entrusted access control
mechanisms (such as log-in IDs or passwords) for any purpose other than those
required to perform my authorized employment functions;

I will not disclose information concerning any access control mechanism of which
| have knowledge unless properly authorized to do so by the Agency Head in
writing, and | will not use any access mechanism that has not been expressly
assigned to me;

| agree to abide by all applicable Commonwealth of Virginia, CIM, DIT, and DJJ
policies, procedures and standards that relate to the security of DJJ computer
systems and the data contained therein;

If | observe any incidents of non-compliance with the terms of this agreement, |
am responsible for reporting them to the Director of Information Services;

By signing this agreement, | hereby certify that | understand the preceding terms
and provisions and that | accept the responsibility of adhering to same. | further
acknowledge that any infractions of this agreement will result in disciplinary
action, including but not limited to the termination of my access privileges.

Employee Name (Please print) Date

Employee Signature Soc. Sec. Number

Detention Facility

DJJ Information Security Agreement Form No. | (DJJ 8/24/95)
Procedure 07-005, Attachment B
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Confidentiality of Juvenile Records

Held By
The Virginia Department of Juvenile Justice

1. | am requesting access to Department of Juvenile Justice records for juveniles who have had
or are in contact with the juvenile and domestic relations court system.

2. | understand that by accepting access to these files, | am agreeing to maintain all
confidentiality as required in the Code of Virginia, specifically in §16.1-222 through 16.1-225
and 16.1-300.

3. | agree to only access information for those juveniles for whom |, acting in my official
capacity, require such information for the purpose of supervising, providing treatment, or
otherwise providing secure housing for a juvenile.

4. | understand that information obtained through the Department of Juvenile Justice on any
juvenile is to be held as confidential and shall not be disseminated nor shared with other
organizations unless ordered by a court having jurisdiction over the juvenile. As provided in
§16.1-225 of the Code of Virginia, “any person who knowingly and willfully violates the
provisions of this chapter which require confidentiality of such records shall be guilty of a
Class 2 misdemeanor.”

5. Any password or access code provided by the Department of Juvenile Justice to allow me to
gain access to automated records concerning juveniles shall be used only by myself and
shall not be disclosed to others.

6. If | access a juvenile’s file, | shall not leave such files, nor allow access to the database, to
remain open while | am away from my computer.

7. | understand that a record of any access of juvenile files made with my password or access
code may be recorded and monitored for the purpose of assuring that legal requirements for
confidentiality of juvenile records are maintained.

| have read and agree to abide by the information provided in this document.

Print Full Name Date

Signature Position Title

Name of Organization

Organization Address

City, State, Zip Code

Organization Phone Number

Approval by:

Organization Head

Address (if different from above)

Telephone Number (if different from above)
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Appendix B — Detention Home Software Download

Download Executable File

The following procedures will download the required executable file to complete
the software initialization.

1. From the computer desktop, click on the Internet Explorer icon and the
system will display the Department of Juvenile Justice BBS screen
(Figure B1).

NOTE: If you do not see the Department of Juvenile Justice BBS screen
(Figure B1), when you click on the Internet Explorer icon, you must
change the internet address. To do this, delete the current default
address, then enter BBS and press <Enter>.

/3 011 Bulletin Board System - Microsoft Internet Explorer =181 x|
| Ele Edt Wew Favarites Tools Help ﬁ
J 4= EBack - mp - @ ﬁ | @Search @Favorites @Media @ |

| Address |&] hitp:ibbs) | @6 |JLinks =

Department of Juvenile Justice -

700 East Franklin Street
4th Floor

. ! 7
B bout Us Richmond, VA 23218
S804-371-0700

Standards and

rocedures
E‘mes

5 |

k w Ko |
Highlights
I]

|&] pone l_ l_ l_ E Local intranet

Figure B1 — Department of Juvenile Justice BBS Screen

2. From the Department of Juvenile Justice BBS screen (Figure B1), click on
Web Applications and the system will display the Web Applications
screen (Figure B2).

Detention Home System User's Manual, dated July 30, 2003 57



Appendix B — Detention Home Software Download (continued)

“3 WEE APPLICATIONS - Microsoft Internet Explorer

J Eile Edit Mew Faworites Tools  Help

J R Back - =) - @ ﬁ | @Search @Favorites @Media ®| E‘g;r

Jnc_ldress IEhttp:,l',l'bbs.djj.state.\-'a.us,l'web_applications,l'index.htm j @ Go |JLinks >

| Home| Privacy Motice | Contact Us
Good mormng! Tt's Thursday September 19, 2002 at 10:47 AN

ABOUT US Web Applications Weather
Board Members
Cantral Office
Executive Staff °CIick here if you need
Dracle Jinitiator
FACILITIES
e ity UJJTS Manuals

Halfway Houses

Locally Administered Programs

Juvenile Correctional Centers o Juvenile Tracking Svstem (JTS)
Regional Offices

o Daily Population Report

STANDARDS AND

PROCEDTURES « RMS Data Entry

Directives

Eolcias s C'ommmmity Prasrams Renarvtine (PR =
&) l_ l_ l_ |4 Inkernet

Figure B2 — Web Applications Screen

3. From the Web Applications screen (Figure B2), click on Click Here If You
Need Oracle JiInitator to display the Oracle Jinitator 1.1.8.16 Download
Page screen (Figure B3).
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Appendix B — Detention Home Software Download (continued)

3 WEE APPLICATIONS - Microsoft Internet Explorer

J Eile Edit Mew Faworites Tools  Help

J R Back - =) - @ ﬁ | @Search @Favorites @Media ®| E‘g;r

J.ﬂc_ldress IEhttp:,l',l'bbs.djj.state.va.us,l'web_applications,l'jinit.htm j Rach |JLinkS >

| Home| Privacy Motice | Contact Us
Good afternoon! Tt's Monday September 9, 2002 at 146 P
ABOUT US Web Applications Weather

Board Members
Central Office
Executive Staff

Oracle JlInitiator 1.1.8.16
FACILITIES Download Page

Court Service Units
Halfway Houses

Please EEAT before downloading

Locally Administered Programs
Juvenile Correctional Centers

Regional Offices This page will allow you to download and mstall Oracle
JInitiator.
STANDARDS AND
PROCEDURES Chick on the download link below dependmg on vour
FreTE— Cowrt Service Unit and save the file named
Drlirine it ssl 11816.exe or mut ssl 11816(without the .exe} =l
€l | 4 mreme 4

Figure B3 — Oracle JInitator 1.1.8.16 Download Page Screen

NOTE: If you encounter problems during the downloading of the Oracle
Jinitiator executable file, contact the help desk at 804-786-9999.

4. From the Oracle Jinitator 1.1.8.16 Download Page screen (Figure B3),
follow the download information to download the Oracle Jinitator 1.1.8.16
file for your Court Service Unit.

5. Locate your Court Service Unit name from the list on the page and click
on it and the system will display the file Download screen (Figure B4).

Detention Home System User's Manual, dated July 30, 2003 59



Appendix B — Detention Home Software Download (continued)

File Download il

rou are downloading the file:

jinit_==l_11816.exe from Y%Cau_accomack hJinit

“whould you like to open the file ar zave it to your computer?

Save Cancel More Info

¥ flways azk before opening this bpe of file

Figure B4 — File Download Screen

6. From the Download File screen (Figure B4), click on Save and the system
will display the Save As screen (Figure B5).

el B4
fly Metwork P,
File name: j | Save I
Save as lype: I,&.pplicatinn j Cancel |
FA

Figure B5 — Save As Screen

7. From the Save As screen (Figure B5), change the Save In file location to
Local Disk (C:) Program Files, if necessary. Click on Save to start

downloading the file to the selected directory.

8. The Download Complete screen (Figure B6) will appear when the file has

been successfully downloaded.
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Appendix B — Detention Home Software Download (continued)

Download complete =10] x|

v

= Download Complete

Saved:
jinit_gzl_11816.exe from YWCau_accomackJinit

Downloaded: 9.41 B in & min 24 zec
Dovnload bo: I heddhinit_z=l 11816 exe
Transfer rate; 201 KB/Sec

[ Close thiz dialog box when download completes

Dpen Cpen Eolder | Cloze I

Figure B6 — File Complete Screen

9. The file download is complete. Close all windows to return to the system
desktop.

Software Installation

The following procedures will install the required software to utilize the Detention
software. Once the system is properly setup and initialized, these procedures
will no longer be required.

NOTE: If you encounter problems during the installation of the Oracle
JInitiator, contact the help desk at 804-786-9999.

1. Using Windows Explorer, locate the file jinit_ssl_11816.exe file that was
downloaded to the Program Files folder.

2. Double click on the jinit_ssl_11816.exe file to display the InstallShield
Self-Extracting EXE screen (Figure B7).

Installshield Self-extracting EXE

Figure B7 — InstallShield Self-Extracting EXE Screen
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Appendix B — Detention Home Software Download (continued)

3. To install the Oracle JInitiator 1.1.8.16 software, click on Yes to display
the Welcome screen (Figure B8).

Welcome to the Oracle JInitiator 1.1.8.16 Setup program.  This
program will ingtall Oracle Jnitiakor 1.7.8.16 an your comprker.

[t iz gtrongly recammended that pou exit all wWindows programs
before munning thiz Setup program.

Click Cancel to quit Setup and then cloze any programs pou have
unning. Click Mest to continue with the Setup program.

WARMIMG: Thiz program iz protected by copyright law and
international treaties.

|Inautharized repraduction ar distribution of this pragram, ar any
portion af it, may result in zevere civil and criminal penalties, and
will be prozecuted to the maximum extent pozzible under |aw.

Cancel |

Figure B8 — Welcome Screen

4. Follow the instructions on the screen and click on Next to continue with
the installation. The system will display a series of installation screens
and when the installation is complete the system will display the
Installation Complete screen (Figure B9).

Installation Complete - x|

Cracle JInitiakor installation is compleke, IF wou are using Mekscape as yvour web browser,
wou will need to close and restart Metscape before using JInitiakor,

Figure B9 — Installation Complete Screen

5. Follow the screen information and click on OK to complete the installation
of the software. Close all windows to return to the system desktop. Exit
your browser and restart it.
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Appendix C — Child Care Days Calculation

How to Calculate Child Care Days
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Examples of How to Calculate Child Care Days

Facilities are not required to calculate Child Care Days (CCDs) for the detention
home system. This reference sheet describes how DJJ calculates Child Care
Days.

Current month means the month you are filling out the form for.

 Juvenile is admitted in the current month AND released in the current
month.

CCDs = RELEASE day - ADMIT day

For example: the current month is JUNE, the juvenile was admitted on
June 2 and released on June 10, therefore 10 - 2 = 8 CCDs.

 Juvenile is admitted in the current month AND NOT released in the
current month.

CCDs = (NUMBER OF DAYS IN THE MONTH + 1) - ADMIT day

For example: the current month is JUNE, the juvenile was admitted on
June 2 and not released in June. The number of days in JUNE is 30
therefore (30+1) - 2 = 29 CCDs.

* Juvenile is admitted before the current month AND released in the current
month.

CCDs = RELEASE day - 1

The day a juvenile is released is not counted in the total days. For
example: the current month is JUNE, the juvenile was admitted on May 2
and released on June 10, then 10 - 1 = 9 CCDs.

* Juvenile is admitted before the current month AND NOT released in the
current month.

CCDs = NUMBER OF DAYS IN THE MONTH

For example: the current month is JUNE, the juvenile was admitted on
May 2 and still at the facility then 30 CCDs.



Examples of How to Calculate Child Care Days (continued)

* Juvenile is admitted before the current month AND released on the FIRST
day of the current month.

CCDs =0

For example: the current month is JUNE, the juvenile was admitted on
May 2 and released on June 1 then 0 CCDs.

» Juvenile is admitted and released on the same day.
CCDs =1

* Juvenile is accepted into state custody (committed to a juvenile
correctional center) and released on the same day

State CCDs =0
(calculate local CCDs using the rules above — depends on admit date)



